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99 MAR 1971 


MEMORANDUM FOR: Deputy Director for Plens 
Deputy Director for Intellimence 
Deputy Director for Science and Tecinology 


SUBJECT : Effective Speaking 


ms 
informed the Director Se a as noe avallane t conduct courses 


asf 
a 
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You may recall thet theta ci courses were eae sential tie ri aaaameasea 
for the most senior officers in the Agency. 


2.[ sw be aevatlable for a course beginning on 


16 April 1971 which would consist of 10 two-hour sessions held once a waek. 
The times available to hia wouki be Friday auruings or early evening on 
idondey, Tuesday, ox Thureday. The morning course would begin on 16 


April and end on 11 June and could be elther 8:30 te 10:30 a.cn. aor 9 to Ll a.m. 


The evening course can begin later, but(” _—_—dj acledulle requires that it end 
by mid-June. The time for the evening classes would be eitser 5 to 7 p.2n. or 
6M Ep.m. His fee ie $1,000 for the daytime course and $1, 250 for the 

oe The maximum number of students for one running would be 
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3. OTR hes checked informally with Training Officers throughout 


the Headquarters area and developed a figure of 120 potential participants. 


4. We have asked OTR to arrange for a course beginning in April. 


We ask that you personally “push” participation by senior people and 
especially those who represent the Agency outside in briefings and 
presentations. 


(signed) John We Cofrey 


John WW. Coffey 
Deputy Director 
for Support 


ce: ExDir-Compt 
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DD/S 71-0972 


22 MAR ‘971 


MEMORANDUM FOR: Executive Director-Comptroller 


SUBJECT : Effective Speaking 


XX. 1, This memorandum requests your action. 
? paciibcsioa asa ea 


ar ara eee ee 
informed the Director of Training that he is now available to conduct courses 
for CIA in Effective Speaking, Briefing Techniques, and in Conference Tech- 
niques. ems) under contract with the Agency from the 
summer of 1954 until June 1969. His contract was not renewed because he 
was assuming new administrative duties at the University. While he was 


with us he ran 44 courses in Effective Speaking and 34 in Conference Tech- 
niques. You may recall that these courses were given several times at 


[for the most senior officers in the Agency. 


3. [wit be available for a course beginning on 
16 April 1971 which would consist of 10 two-hour sessions held once a 
week, The times available to him would be Friday mornings or early 


oa teyp bean: ; 
Sh evening on Monday, Tuesday,or Thursday. The morning course would 
Ron begin on 16 April and end on 11 June, The evening course can begin later 


but [_|schedule requires that it end by mid-June. The time for the 
evening classes would be cither 5 to 7 p.m. or 6to 8 p.m. His fee is 
$1, 000 for the day-time course and $1, 250 for the evening course. ‘The 
maximum number of students for one running would be 16, 


4, A quick check through the Training Officers in the Directorates 
produced a figure of 120 people who might take such a course, Before 
entering a contract ese | owever, the Director of 
Training would like to have some assurance that the Deputy Directors 
would be willing to send their senior people. He suggests that, in view 
of Mr. Helms' interest in more and better training of this kind for officers 
who must represent the Agency, he might be interested in nominating his 
own candidates, 
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5. In addition to having] conduct a course in April, 


the Director of Training is considering the feasibility of including 
training in the Senior Intelligence Seminar being prepared for a first offering 
next fall. 


6. I present this with the idea that you might like to include it as an 
item for the agenda of the next Deputies' Meeting. 


ohn W. Coiipy 
eputy Director 
for Support 
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TO 


"Mr. Coffey via Mr. 


ROOM NO. BUILDING 


REMARKS: 


Recommend your signature (3), 
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MEMORANDUM FOR::-Deputy Director for Plans 
Deputy Director for Intelligence 
Deputy Director for Science and Technology 


SUBJECT : Effective Speaking 


Ll. Professor|_ tas 
informed the Director of Training that he is now available to conduct courses 
for CIA in Effective Speaking, Briefing Techniques, and in Conference Tech- 
niques, 
summer 
was assuming new administrative duties at the University. ile he was wit. 
us, he ran 44 courses in Effective Speaking and 34 in Conference Techniques, 
You may recall that these courses were given several times 
for the most senior officers in the Agency, 


Ze [i be available for a course beginning on 16 April 
1971 which would consist of 10 two-hour sessions held once a week, The 
times available to him would be Friday mornings or early evening on Monday, 
Tuesday, or Thursday, The morning course would begin on 16 April and end 
on 11 June and could be either 8:30 to 10:30 a.m, or 9to1l am, The evening 
course can begin later, but chedule requires that it end by mid-June, 
The time for the evening classes would be either 5 to 7 p.m. or 6 to 8 p.m, 
His fee is $1,000 for the daytime course and $1, 250 for the evening course, 
The maximum number of students for one running would be 16, 


3. A quick check through the Training Officers in the Directorates pro- 
duced a figure of 120 people who might take such a course, Before entering 


acontract with[—————S—SS=«sd' . woud like to have your assurance that 


you would send some senior officers who are likely to represent the Agency 
outside and therefore could benefit from such training, 


John W. Coffey 
Deputy Director 
for Support 


Approved For Release 2003/04/29 : CIA-RDP84-00780R004300100035-8 


STAT 


STAT 


